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Windows XP—most personal computers come preloaded with Windows OS 
MAC—Apple—Latest operating system is OS X 
Soon to be released windows OS is Windows 8 
OSs for mobile devices, such as Google Android 
Currently, the OS used in the district is Windows XP 
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START is most likely in lower left corner of computer screen; easy way to get to My 
Computer which will show your USB ports, available drives when logged in at school 
 
TASKBAR:  by clicking on icons can go to open programs 
 
SHORTCUTS on desktop have a little arrow in lower left corner.  The arrow means it is a 
shortcut to a file, program, image, … 
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The F11 function key toggles between full screen and normal screen in Windows 
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Task Bar Options 
•Right mouse click Start 
•Select Properties 

•Lock taskbar:  hides all sizing handles on the taskbar so you can't accidentally 
move or resize it 
•Auto-hide taskbar:  The taskbar will be hidden most of the time so as to not take 
up any space on the screen. To make it visible, move the mouse pointer to the very 
bottom of your screen. 
•Keep taskbar on top of other windows:  taskbar is visible at all times 
•Group similar taskbar buttons:  Allows multiple taskbar buttons to collapse into a 
single button so the buttons don't become too small to see on the taskbar. 
•Show Quick Launch:  Displays the optional Quick Launch toolbar to the right of the 
Start button. 
 

Credits:  http://www.coolnerds.com/XP/Taskbar/xpTaskbar.htm 
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Quick Launch Bar 
• To right of Start button when activated 
• Access to frequently used programs on the Start Menu 
• To activate: 

• Right mouse click on an “open” area of task bar 
• Toolbars 
• Click Quick Launch Bar 
• Deactivate in same manner as above 

 
Credits:  http://www.coolnerds.com/XP/Taskbar/xpTaskbar.htm 
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Control Panel 
• Start/Control Panel 
• Change view in upper left 

 
 

Credits:  http://www.coolnerds.com/XP/Taskbar/xpTaskbar.htm 

 
 

10 



• Folders are containers for documents 
• All documents must be opened with a program 
• Sample on this page shows documents to be opened with Word, Excel and Windows 

Media Player 
 

Credits:  http://www.coolnerds.com/XP/Taskbar/xpTaskbar.htm 
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• Right mouse click on the place the folder should go (i.e. Inbox, or a subfolder to 
an already created folder) 

• Select New Folder 
• Type name for new folder 
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• Select the desired emails 
 CTRL Click to select noncontiguous 
 Click once on first email; point and click with left mouse on last email 

for contiguous 
• Hold down left mouse and drag to folder and release mouse 
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1. Select the object 
2. Click the Reference menu 
3. Click Insert Caption in the Captions section 
4. In the Label box, select the type of label type IF caption is for a table, figure or 

equation; otherwise . . . 
5. Select New Label and type description of object 
6. In the Position box, specify the placement of the label 
7. Click OK 
 

Credits:  http://wordprocessing.about.com/od/microsoftword2007/qt/captions2007.htm 
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1. Click Page Layout Menu 
2. Under Page Background group, select Watermark 
3. Select a pre-made watermark or create a custom watermark 
 

Credits:  http://wordprocessing.about.com/od/microsoftword2007/qt/captions2007.htm 
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1. Type lists 
2. Select list to be sorted 
3. Click Home/Paragraph Group 
4. Click the A/Z icon 
5. Select options 
 

Credits:  http://wordprocessing.about.com/od/microsoftword2007/qt/captions2007.htm 
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1. Click the Office Button 
2. Click the Word Options icon in lower right 
3. Click Proofing 
4. Click AutoCorrect Options 
5. In the replace box, type letter combination 
6. In with box, type what the letter combination should equal 
7. Click OK 
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1. Save the completed document FIRST as Word, Excel, PPT, or Publisher 
2. Click Office Button 
3. Click Save As 
4. At bottom under Files of Type select PDF 
5. Click Save 
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JPEG and PNG images are best for smaller file size and compression capability. 
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